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1. Purpose  

SR Apprenticeships Ltd (“SR”) recognises that current and former employees may require 

employment references for prospective employers, organisations or other legitimate 

purposes.  

 

The purpose of this policy is to ensure that employment references issued on behalf of SR 

are factual, accurate, fair, consistent and not misleading, while appropriately protecting 

confidential and personal information. 

 

2. Scope 

 This policy applies to references provided by SR in respect of current and former 

employees.  

 It applies to all employees who may receive or respond to a request for an employment 

reference. 

 This policy also applies, where relevant, to references provided for associate staff, 

apprentices, contractors and volunteers. 

 

3.  SR’s standard reference   

SR Apprenticeships normally provides factual employment references.  

 

A standard reference will confirm:  

 

 the employee's dates of employment;  

 the employee's job title or job titles held during employment;  

 where specifically requested, the reason for leaving; and  

 where specifically requested and appropriate, confirmation as to whether SR has any 

recorded safeguarding concerns relevant to the reference.  

 

SR will not normally provide subjective assessments of an individual's character, personality, 

performance, suitability or capability. Any exception to this position must be approved by 

the Managing Director or an authorised senior manager. 

 

4. Reason for leaving  
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SR will only provide the reason for leaving where this information has been specifically 

requested by the organisation seeking the reference.  

The reason provided must reflect SR's formal employment records and should normally be 

expressed factually and concisely.  

 

Examples may include:  

 Resignation;  

 End of fixed-term contract;  

 Redundancy;  

 Dismissal;  

 Dismissal – Gross Misconduct; or  

 Mutual agreement, where this accurately reflects the documented circumstances and 

any relevant agreement permits disclosure.  

 

Where an employee was dismissed following a disciplinary process and the formal outcome 

was dismissal for gross misconduct, SR may confirm:  

 

“Dismissed – Gross Misconduct.”  

SR will not normally provide details of the specific allegations, disciplinary evidence or 

circumstances underlying the dismissal unless there is a legal, regulatory or safeguarding 

requirement to do so, or disclosure has otherwise been specifically authorised following 

appropriate consideration.  

 

Where an appeal against dismissal is outstanding at the time the reference is provided, this 

should be appropriately reflected, for example:  

 

“Dismissed – Gross Misconduct; appeal pending.”  

If an appeal subsequently changes the outcome, SR's employment records and any future 

references must reflect the final outcome. 

 

5. Safeguarding information  

As an apprenticeship training provider, SR takes its safeguarding responsibilities seriously.  

 

Where a reference request specifically asks whether there were safeguarding concerns, SR 

may confirm whether there are any recorded safeguarding concerns that are appropriate 

and lawful to disclose.  

 

Any disclosure beyond a simple confirmation must be referred to the appropriate senior 

manager and/or Designated Safeguarding Lead before a response is issued.  
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Safeguarding information must not be disclosed merely because an allegation has been 

made. Any information provided must be accurate, relevant, proportionate and supported 

by appropriate records. Where safeguarding information is disclosed, the rationale for 

disclosure and the information shared should be documented and retained. 

 

Nothing within this policy prevents SR from making a disclosure where it has a legal or 

safeguarding obligation to do so. 

 

6. Accuracy and fairness  

All references issued by SR must:  

 be accurate and based upon documented information held by SR;  

 be fair and not misleading;  

 distinguish established facts from allegations or matters that have not been determined;  

 avoid speculation or personal opinion;  

 contain only information that SR can reasonably substantiate; and  

 comply with applicable data protection and employment law requirements.  

 

A reference must not create a misleading impression through either the information 

included or the omission of information where SR has chosen to answer a particular 

question.  

 

References should be prepared by individuals with access to the relevant employment 

records and sufficient knowledge of this policy. 

 

7. Consistency  

SR will apply this policy consistently to current and former employees.  

 

The fact that a prospective employer requests additional information does not require SR to 

provide information outside the scope of this policy.  

 

Where a reference request asks questions that SR does not ordinarily answer, HR may state:  

“SR Apprenticeships provides factual employment references in accordance with its 

Employment Reference Policy and does not provide this information as part of its standard 

reference.” 

 

8. Performance, attendance and disciplinary information  

SR will not normally disclose:  

 performance ratings;  
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 sickness or absence records;  

 disciplinary warnings;  

 grievances;  

 complaints;  

 salary information;  

 subjective opinions regarding suitability for another role; or  

 detailed disciplinary allegations or findings.  

 

This does not prevent SR from confirming an employee's documented reason for leaving, 

including dismissal or dismissal for gross misconduct, where specifically requested and in 

accordance with this policy.  

 

Exceptions may be made where disclosure is legally or regulatorily required, necessary for 

safeguarding purposes, or otherwise specifically authorised following appropriate 

consideration. 

 

9. Settlement agreements and agreed references  

Where an employee or former employee is subject to a settlement agreement, COT3 

agreement or other agreement containing an agreed reference or restrictions concerning 

references, SR will comply with the terms of that agreement.  

 

The agreed wording will take precedence over SR's standard reference format where 

required by the agreement. 

 

10.  Who may provide references  

Official employment references on behalf of SR may only be provided by HR or another 

person specifically authorised by the Managing Director.  

 

Managers and other employees must not provide references on SR letterhead, from an SR 

email account or otherwise represent a personal reference as being an official reference 

from SR without authorisation.  

 

Where an employee wishes to provide a personal reference for a colleague or former 

colleague, they must make clear that the reference is provided in a personal capacity and 

does not represent the views of SR Apprenticeships. 

 

All reference requests should be forwarded to HR upon receipt. 
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11. Reference requests  

Where reasonably practicable, reference requests should be made in writing and sent to the 

HR department.  

 

HR should take reasonable steps to satisfy itself that the request is genuine and is being 

made for a legitimate purpose before disclosing employment information. This may include 

verification of the requesting organisation's contact details or confirmation from a 

recognised business email address. 

 

Where there is uncertainty regarding the information that may appropriately be disclosed, 

the matter should be escalated to the Managing Director or other appropriate senior 

manager before the reference is issued. 

 

12. Record keeping  

SR will retain an appropriate record of employment references issued, including:  

 the reference request;  

 the information supplied;  

 the date the reference was issued; and  

 the recipient.  

 

Records will be stored securely and retained in accordance with SR's Data Protection Policy 

and document retention schedules. 

 

13. Data protection and confidentiality  

Personal information disclosed as part of a reference must be limited to information that is 

necessary and appropriate for the purpose of the reference.  

 

Special category personal data or other particularly sensitive information must not be 

included in a routine reference unless there is an appropriate lawful basis and disclosure has 

been specifically considered and authorised. 

 

14. Exceptions  

There may be circumstances in which SR has a legal, regulatory, contractual or safeguarding 

obligation to provide information beyond the standard reference described in this policy.  

 

Any such disclosure should be considered on a case-by-case basis and appropriately 

authorised. 
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15. Policy Review  

 This policy will be reviewed annually or sooner following changes to employment law, 

data protection requirements, safeguarding guidance or organisational practices. 

 The policy will also be reviewed in response to changes in legislation or business 

practices. 


